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	Title
	Project Controller         

	Band
	Individual Contributor – Professional

	Grade
	P2 - Intermediate

	Job Family
	PRUA

	Reporting To
	Head of Planning

	Location
	 Mar’24 


	Position Objective

	A Project Controller is a wide ranging role that interfaces with a number of key project stakeholders across the business, but primarily with Project Managers or Cost Account Managers (henceforth known as Project Managers). The principle purpose of the role is to:

· Support assigned Project Manager(s) to promote good planning practice and ensure scope, schedule & budget adherence.
· Monitor, report & flag concerns, exceptions and issues through recognised escalation routes, along with proposed solutions. 



	Generic Level Description

	General Accountabilities
	Applies academic knowledge to job/role accountabilities; provides support on specific portions of larger projects/work assignments

	Supervision Required or Provided to Others
	Works under general supervision; begins to put forward ideas on how work assignments can be executed; receives detailed instructions on new projects or assignments.

	Complexity
	Works on problems of moderate scope where analysis of situations or data requires a review of a variety of factors. Exercises judgment within defined procedures and practices to determine appropriate action.

	Knowledge and Technical Expertise
	Developing professional expertise; applies company policies and procedures to resolve a variety of issues.  Applies knowledge/skills to a variety of standard day to day activities.  Deepens knowledge/skills in one area or broadens ability over a variety of skills.  

	Problem Solving
	Identifies the problem and all relevant issues in straightforward situations; generates possible solutions, assesses each using standard procedures and makes a sound decision

	Planning & Organizing
	Prioritizes and organizes own work to deliver to agreed deadlines.

	Project Management Accountabilities
	Begins to manage projects; may be asked to review work delivered by external suppliers

	Decision Making and Autonomy
	Works independently on details of assignments, but has limited decision-making authority; most decisions made or guided by immediate supervisor

	Client/Business Orientation
	Becomes more self-directed in dealing with internal and external clients and responds to requests in non-standard situations, investigating all the facts.  Understands the key business drivers; uses this knowledge to focus on own work.  Works to control costs related to own work.

	Communication, Negotiation and Influencing
	Probes and listens carefully, presents information clearly and in appropriate style, makes technical information clear, persuades others in straightforward situations.

	Leadership Requirements
	Takes initiative in learning about the organization, and develops external contacts; actively seeks information and guidance to improve own performance; contributes as a team member, and takes responsibility for own work commitments

	Key Contacts
	Builds internal relationships with others outside of own work group or team particularly with internal customers; begins to interact with external contacts on own; begins to initiate information exchanges


	Discipline Description

	Responsibilities Include

	This section identifies the key responsibilities of a Project Controller.

Schedule Management 

· Produce resourced & time phased schedules with critical paths to help ensure that all tasks are complete and milestones are achieved on target and within budget.
· Maintain a project baseline schedule and track changes to the baseline as the project progresses.

· Ensure that schedules are produced to a detail in accordance with the project time frame, employing rolling wave planning where appropriate.
· Regularly collect task status and update the schedule, analyse any variation or forecasted variation to plan.
Finance Management 
· Review ETCs, EACs and other inputs with budget holders and submit updated forecasts to financial system.   
· Track all expenditure on assigned projects.
Resource Management 
· Ensure resource demand and supply (headcount) data in plans accurately reflects requirements. Challenge demands with assigned Project Manager(s) and other key stakeholders where necessary. 
· Provide resource profile output from schedules into the resource management system used by the business.
Risk Management 

· Create and maintain risk registers. Organise and facilitate regular risk reviews with risk owners and track mitigation actions. Include mitigation actions in plans and schedules as part of performance measurement baselines.
· Provide risk and related data in agreed formats for reporting purposes.
· Escalate, as necessary, extraordinary risk & issue impacts to project constraints that could adversely affect project success.
Progress Reporting

· Organise and facilitate regular project progress reviews with team, track progress and ensure all are aware of forthcoming activities. 
· Generate schedule, risk, cost, resource and related metrics in agreed formats for capture & reporting.
Change Management

· Ensure that a performance measurement baseline is produced for each assigned project. 
· Ensure that changes to the project's performance measurement baseline are controlled and formally approved by the project manager prior to implementing.
Governance 

· Good working knowledge of project lifecycles, phases and governance. 
Bid Support 

Support bids by providing schedules, resource demand and costing/estimates for the bid opportunity and the activities related to bid execution.



	Knowledge, Skills & Abilities

	Required Skills & Abilities

	· Essential: Can create, maintain and report project schedules using Microsoft Project.

· Essential: Has a good working knowledge of Microsoft Office applications (Word, Excel, PowerPoint, and Outlook).

· Essential: Can create, maintain and report risks using a risk management tool.



	Education & Experience

	Required Education & Experience
	· Would have experience working in a controlled project environment and would be expected to assume the behaviours and responsibilities summarised below while supporting a portfolio of projects of low to medium complexity.
· Has a basic understanding of the knowledge, skills, and abilities required to provide quality support to assigned projects.

· Is flexible with a service delivery mind-set, providing ad-hoc support and undertaking additional activities as required (within an agreed level of support budget) to provide a quality service to assigned projects.

· Is required to produce high quality work on time and is recognised as contributing to the success of assigned projects, demonstrating their expertise to project team members.

· Supports and contributes to improvement initiatives.
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